State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Office Technician (Typing)

DWR POSITION NUMBER
0105-1139-001

SAP POSITION NUMBER MCR
50000712 1

APPOINTEE

Vacant

SAP PERSONNEL NO.
TBD

DIVISION/SECTION
Executive - HLPCO

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:
R04

RESPONSIBILITIES EXERCISED
] Supervisory [] Lead Person

IMMEDIATE SUPERVISOR (Print)
Ted Craddock

SUPERVISOR'S CLASSIFICATION
Principal Engineer, Water Resources

APPROVED BY (Personnel Analyst's Name)

DATE

JCM 10/03/2011

Percent of

Time Activity

POSITION SUMMARY

Under the direction of the Manager, Hydropower License Planning and Compliance Office (HLPCO)
performs difficult and responsible clerical work. Provides clerical support to office staff. Serves as
the time recorder, and purchasing and training coordinator for HLPCO.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others; maintain consistent and
regular attendance; and exercise good judgement. The specific duties are but not limited are:
35% Prepares and distributes drafts/finals of letters, memoranda, meeting agendas and summaries, and
other forms of correspondence, reports, and pertinent documents of a confidential nature. Utilizes
a personal computer with a variety of software for a majority of these assignments. Tracks and
maintains progress on all correspondence to recognize priority assignments and determine
appropriate handling; refers assignments to appropriate members of the office; and independently
follows up to ensure that control dates are met. Coordinates, transmits, and briefs the Manager on
the status of correspondence, contracts, and other Program documents.

25% Arranges meetings for the Manager with private and public organizations, departmental staff,
prepares agendas, and makes adjustments as necessary in scheduled meeting times. Maintains
confidential and administrative files and provides other central information. Makes travel
arrangements and prepares travel expense claims.

20% Screens incoming mail for interest and priority of attention to the Manager for assignment to staff
with appropriate background materials attached for reference. Keeps log of control mail, monitors
responses and assignments to staff for timely completion. Reviews outgoing correspondence
prepared by staff for the Manager, Chief, Deputy Director, or Director's Office signature for
consistency with administrative policy, as well as for format, grammatical construction, and clerical
error. Screens a variety of visitors and telephone calls from State, federal and public agencies, and

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S SIGNATURE DATE

>

SUPERVISOR'’S NAME (Print)
Ted Craddock

I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S STATEMENT:

EMPLOYEE'S SIGNATURE DATE

>

EMPLOYEE'S NAME (Print)

Vacant
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) 0105-1139-001 50000712 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant TBD Executive - HLPCO
Pe_rl_?ﬁlrg of Activity
where appropriate, refers to other staff members. Such contact requires a high degree of courtesy,
tact, and knowledge of departmental organization and activities.

10% Serves as time recorder, training coordinator, and purchasing coordinator for HLPCO, which
requires the ability to work within the SAP system. Utilizing SAP, run weekly ZDUN reports. Type
and prepare training requests and review for completeness and accuracy, signh and submit to the
Manager for approval. Utilizing SAP, process documents for HLPCO purchasing.

10% Performs periodic mass mailings and maintains the mailing list database.

SPECIAL REQUIREMENTS

Must work at a desk, typewriter and/or computer extended periods of time; manual dexterity is
required to operate office machines, which include typewriter, computer, 10-key calculator, FAX
and copy machine. Standing up for lengthy periods of time may be required while filing, using
copier, or sorting and collating papers. Ability to bend, stoop, stretch, as well as manual dexterity
is required to perform daily job routines. Ability to work well with other people (and different
personalities), deal effectively with the public, and accept changes in priorities assigned, based on
operational need.
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	MRBU: Off
	Management Related: 
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	RFBU: Yes
	Rank and File: R04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Ted Craddock
	SUPERVISOR'S CLASS: Principal Engineer, Water Resources
	personnel analyst: JCM
	personnel date: 10/03/2011
	PERCENT OF TIME: 
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25%




20%
	activity: POSITION SUMMARY
Under the direction of the Manager, Hydropower License Planning and Compliance Office (HLPCO) performs difficult and responsible clerical work.  Provides clerical support to office staff.  Serves as the time recorder, and purchasing and training coordinator for HLPCO.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others; maintain consistent and regular attendance; and exercise good judgement.  The specific duties are but not limited are: 

Prepares and distributes drafts/finals of letters, memoranda, meeting agendas and summaries, and other forms of correspondence, reports, and pertinent documents of a confidential nature.  Utilizes a personal computer with a variety of software for a majority of these assignments.  Tracks and maintains progress on all correspondence to recognize priority assignments and determine appropriate handling; refers assignments to appropriate members of the office; and independently follows up to ensure that control dates are met.  Coordinates, transmits, and briefs the Manager on the status of correspondence, contracts, and other Program documents.

Arranges meetings for the Manager with private and public organizations, departmental staff, prepares agendas, and makes adjustments as necessary in scheduled meeting times.  Maintains confidential and administrative files and provides other central information.  Makes travel arrangements and prepares travel expense claims.

Screens incoming mail for interest and priority of attention to the Manager for assignment to staff with appropriate background materials attached for reference.  Keeps log of control mail, monitors responses and assignments to staff for timely completion.  Reviews outgoing correspondence prepared by staff for the Manager, Chief, Deputy Director, or Director's Office signature for consistency with administrative policy, as well as for format, grammatical construction, and clerical error.  Screens a variety of visitors and telephone calls from State, federal and public agencies, and 
	classification: Office Technician (Typing)
	appointee: Vacant
	dwr position number: 0105-1139-001
	sap personnel no: TBD
	sap position number: 50000712
	division: Executive - HLPCO
	mcr: 1
	percent 2: 


10%




10%

	activity2: where appropriate, refers to other staff members.  Such contact requires a high degree of courtesy, tact, and knowledge of departmental organization and activities.

Serves as time recorder, training coordinator, and purchasing coordinator for HLPCO, which requires the ability to work within the SAP system.  Utilizing SAP, run weekly ZDUN reports.  Type and prepare training requests and review for completeness and accuracy, sign and submit to the Manager for approval.  Utilizing SAP, process documents for HLPCO purchasing.

Performs periodic mass mailings and maintains the mailing list database.


SPECIAL REQUIREMENTS
Must work at a desk, typewriter and/or computer extended periods of time; manual dexterity is required to operate office machines, which include typewriter, computer, 10-key calculator, FAX and copy machine.  Standing up for lengthy periods of time may be required while filing, using copier, or sorting and collating papers.  Ability to bend, stoop, stretch, as well as manual dexterity is required to perform daily job routines.  Ability to work well with other people (and different personalities), deal effectively with the public, and accept changes in priorities assigned, based on operational need.
	supervisor name: Ted Craddock
	employee name: Vacant


